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Section I Introduction

It is the purpose of this handbook to provide the Filer Middle School staff with a
ready resource which gathers together pertinent information of policy and
procedure related to their work. This is done to ensure that staff morale improves
when everyone understands the relationship of his/her work to the total
organization and knows of his/her rights and responsibilities.

The Filer School District conducts one of the largest and most essential businesses
in our community. It is responsible for the proper investment of several million
dollars of public money and proper use of the talents of more than one hundred
employees to the end that the best possible education can be provided for the
children of Filer.

Every employee is part of the big team whose goal is good education for all of the
children. All are trustees of an important public confidence and as such, must be
dedicated to doing the most efficient and effective job of which they are capable.

It is essential that all middle school personnel be thoroughly acquainted with the

handbook and refer to it frequently. Staff members are urged to make suggestions
for future improvement and revision.
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Section 11
Core Propositions and Job Description

National Board for Professional Teaching Standards-

National Board For Professional Teaching Standards-Core Propositions:

What Teachers Should Know and Do:

Teachers are committed to students and their learning;

Teachers know the subjects they teach and how to teach those subjects to
students;

Teachers are responsible for managing and monitoring student learning;

L.
2.

3.
4. Teachers think systematically about their practice and learn from

5.

experiences; and
Teachers are members of learning communities.

Job Description for Teachers:

The following statements are provided for teaching personnel to be cognizant of
those functions, which will serve as evaluation criteria in the assessment of their
job performance.

L. Educational Program
A. Planning

The Teacher:

1. Prepares written lesson plans using Planbook or approved lesson plan
platform;

2. Makes plans sufficiently in advance of need for A-V
materials/equipment and other teaching materials/aides to minimize
last minute reorganization;

3. Makes plans consistent with the Idaho Department of Education and
Filer School District curriculum guides and essential standards;

4. Makes plans, which reflect continual updating of the curriculum by
incorporating new methods, technology, and materials;

5. Uses current student data to modify curriculum to ensure academic
success; and

6. Meets regularly with his/her department for collaboration; and

7. Turn lesson plans into the principal using Planbook or approved

lesson plan platform two weeks in advance.

B. Instruction
The Teacher:

L.
2.

3.

Makes challenging, clear, and effective assignments;

Emphasizes a sequential development of fundamental skills and
stresses competency in their use;

Makes effective use of both oral and written expressions in class
communication;
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6
7.
8

9.

Uses methods and techniques of instruction appropriate to the
students and subject, which provide for individual student differences;
Encourages a high quality of performance consistent with ability of
individual students;

. Possesses superior knowledge of the subject material taught;

Provides for the purposeful use of each student's class time;

Provides opportunities in and out of class for the development of
leadership and cooperation among pupils;

Clearly posts daily activities and objectives for students to see and
understand;

10. Enables all students in class to answer two essential questions: What is

being learned in the lesson? & how will the student demonstrate what
they have learned?

11. Uses a variety of evaluation techniques to assess each student's

mastery of the objectives in the curriculum; and

12. Reports student's progress to parents at the prescribed times through

notes, phone calls, personal contacts, progress reports, and report
cards.

C. Classroom Management/Expectations
The Teacher:

L.

2.
3.
4

Establishes and maintains a classroom atmosphere conducive to
learning;

Develops self-discipline in students;

Develops and maintains good rapport with students;

Maintains classroom control by handling routine discipline problems
and by being fair, firm, and consistent with all students;

Encourages students to take pride in their classrooms and building by
maintaining an orderly classroom;

Develops and adheres to a classroom expectations plan consisting of
generalized classroom rules, consequences for inappropriate behavior,
and rewards for appropriate behavior and

Posts classroom expectations, consequences, and positives for students
to observe and follow.

IL. Professional Relationships

A. Teacher - Student

The Teacher:

1. Sets an example of socially acceptable behavior for students through
appropriate dress, speech, and actions;

2. Encourages the development of the self-worth of each person as an
individual and demands a reciprocal respect for the beliefs and
opinions of all students;

3. Bases student praise and criticism on observable behaviors;
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4. Insures that all student criticism is constructive;

5. Communicates a vital interest in the understanding of each pupil's
worth and dignity;

6. Informs students of their progress at a minimum of every three
weeks;

7. Portrays fairness with all students;

8. Maintains the confidentiality of each student’s academic and
discipline progress; and

9. Attend federally required student teacher meetings such as IEPs and
504s.

B. Teacher - Teacher

The Teacher:

1. Recognizes the worth of all disciplines in the curriculum;

2. Demonstrates a respect and loyalty toward colleagues;

3. Is willing to help other teachers and cooperate with them to improve
the educational process within the school;

4. Develops cross curricular projects with fellow teachers within and
outside teaching discipline;

5. Discusses concerns with fellow staff members when they arise thereby
improving professional relationships; and

6. Maintains the confidentiality of each student’s academic and
discipline progress.

C. Teacher - Administrator

The Teacher:

1. Accepts responsibilities and duties assigned by supervisors in a
professional manners;

2. Is familiar with and adheres to all pertinent regulations as published
in the teacher, student, and district handbooks; and

3. Expresses concerns relative to building operations to his or her

immediate supervisor (instead of only to colleagues). Remember if
you are not part of the solution then you are part of the problem.

D. Teacher - Community

The Teacher:

1. Solicits the involvement of parents and guardians in the student's
educational experience;

2. Works effectively with parents, trying to understand their problems
and points of view;

3. Communicates any significant behavioral, scholastic, or attendance
problems to parents through the use of phone calls, notes, progress
reports, attendance reports, and report cards;

4. Communicates compliments to parents and students through the use
of phone calls, personal contacts, as well as other methods of
communication; and

5. Maintains the confidentiality of each student’s academic and

discipline progress.
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III. Professional Responsibilities

The Teacher:

1. Constantly engages in self-evaluation of effectiveness as a teacher;

2. Understands, practices, and promotes acceptance of standards of
professional conduct consistent with the "Code of Ethics of the Idaho
Teaching Profession";

3. Relates with all classified personnel in a professional and responsible
manner;

4. Performs all required school routines and responsibilities on time;
and

5. Promotes the total school program and continually works for its

improvement.

IV.  Teacher Duty Day
The Teacher:

L.

Will be available at the school from 7:45am. until 3:45pm.; variations
to this schedule may be permitted by getting prior permission from
the principal.

Will remain in his/her room until the conclusion of the Prime Time
period;

Will report to assigned duties on time and for the required duration;
Will be available for assigned duties and meetings that exceed the
normal day; and

Will make reasonable efforts to accommodate meetings with parents
that might occur outside the normal day.

Section III Teacher Absences and Leaves of Absence

POLICY NO. 5400 to POLICY NO. 5420.P

Teacher Absences/Procedures: If a teacher finds it necessary to be absent, they
should login to the RedRover and request a substitute teacher. You must clarify if
the absence is to be a detention/PBIS-time, sick leave, personal, or professional. All
detention/PBIS-time, professional, and personal leave must be approved by the
principal. You must request a sub via RedRover by 6am for the morning of. Any
sub requests after that will go unfilled. You are expected to be at work, unless an
emergency exists; and in that case you should contact Mr. Losser directly
208-280-1295.
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Preparation for Guest Teachers: Teachers are expected to provide an accurate and
up-to-date seating chart, class roll, and appropriate lesson plans for guest teachers.

Each teacher needs to submit an emergency lesson plan to the office covering at
least two days of school. Enough work for the entire class period should always be
provided. When preparing for a guest teacher, it is important to inform them of
any duties or other responsibilities that they will be required to perform in your
absence. Please use the template guest teacher template in the google drive. (FMS
Folder 2026-2027)

Bereavement Leave: Professional employees may be granted up to three (3) days
bereavement leave during the school year for a death in the immediate family
(parent, spouse, children, grandparents, and a brother or sister). Bereavement
leave may be granted at the discretion of the principal. Such leave will be granted
with full pay and will not be deducted from either sick leave or personal leave.

Personal Leave: Full time certificated personnel have five (5) days of personal leave
per year. The district will pay the first three (3) days and the remaining two (2) days
will be deducted from the teacher’s salary. At least twenty-four hour advance

notice must be given to the principal via Red Rover and leave will be granted
contingent upon the needs of the school and a substitute being available. Personal

leave should n aken prior to or following holidays, on district in-service days
during the first two weeks and last two weeks of school. When extenuating
circumstances deem the necessity of personal leave during the aforementioned
days, a request may be made to the principal for an exception.

Professional Leave: Professional leave may be granted to teachers to attend
workshops, seminars, or other training opportunities that are deemed beneficial
toward the advancement of middle school/school district goals and initiatives.
When teachers are requested to attend meetings by the administration, the leave
time will be covered through the middle school or district budget. Requests for
professional leave must be made to the principal, if appropriate, as far in advance
as possible

Section IV Textbooks, Grade Books, and Attendance
Textbook Procedures:

I. Beginning of the School Year
A. Procedural Steps for Work Days
1. Count the number of textbooks in your room.
2. If more are needed, request them through the principal.
B. Issuing Textbooks
1. Write the number recorded on the textbook on an inventory sheet
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(example available on google drive (FMS Folder 2025-2026) ).

2. Write the student's name next to the textbook number on a

textbook inventory sheet when the book is issued.

3. Have each student go through the textbook and make a record of
any damages at the time the textbook is issued. Note these damages
inside the front cover of the book and on the inventory sheet so
they will not be charged at the end of the course. Have the student
sign the inventory sheet.

4. Retain the inventory sheet in order to return books at the
conclusion of the school year.

C. Textbook checks
1. Textbooks should be checked at least once every four to six weeks
to be sure that each student has the book that was issued to
him/her.
a. Check the numbers for students who will again be in your
class in the succeeding semester.
b. Check in textbooks of students who will not be in your class
in the succeeding semester.
c. Have students pay for any textbooks not checked or checked
in.
C. Damaged textbooks
1. Using an ink pen or sharpie to make a notation inside the front
cover of the textbook and the textbook inventory sheet the
amount, nature, and the date of any fine.
Students are to pay textbook fines directly to the office.
Fine assessment:

a. Minor damage - $5.00 for each torn page, loose pages that
are not detached, marks with a pen or pencil, which cannot
be effectively removed. Not to exceed one-half the price of
the text.

b. Major damage - one-half the price of the text for excessive
amounts of the above, but not to the extent that the book is
unusable. Books with backs and/or pages detached but not
missing.

c. Irreparable damage and lost textbooks - Full price of the text
for any damage, obliteration of pages by marking, painting,
grease, smudges, spilled liquids, etc.

4. Have students sign the inventory sheet when they check-in their

textbooks.
D. Lost books

Price lists for textbooks are located in the office. If a student loses a

textbook, the teacher should give him/her a note with the title, author,

price, and book number. Payment must be made to the office where a

receipt will be given to the student. When the student presents the

receipt, the teacher may issue another book. Please advise students that

W
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refunds cannot be made when books are found unless the student
presents the receipt.
E. End of the year textbook procedures
1. As books are returned, they should be checked for damages and
stored for the summer.
2. Assess fines as appropriate and document on the book and
inventory sheet.
3. Turn-in updated inventory sheets at the time of checkout or
before.

Grade Books: Teachers will record term marks and submit grades through the
current computer grading system. Teachers are required to use the computer
grading system as their primary student record-keeping system and update their
grades every week by (Friday at 3:45pm)

It is suggested that you wait at least a week before setting up your grade book at the
beginning of each semester to allow time for leveling of classes and new students to
be enrolled. Keep a temporary grade book, which may be transferred to the grade
book later.

Grade reporting is the sole responsibility of the teacher. Students should not have
access to grade books or the computerized grading program for any reason.

Attendance Procedures: Teachers will report period absentees on the computer
during the first five minutes of each period. Staff members will be utilizing the

attendance module in the student management attendance system for recording
attendance. Students should never have access to the attendance or grading
programs in the computer student management system. Please secure your
computer workstation at all times. Hard-copy attendance forms are available in
the office for guest teachers to use. Do not provide guest teachers with your
network or student management system access information.

Section V Student Discipline, Hall Passes, and Tardy Policy

Discipline Procedures: Before sending a student to the principal, except for a
severe circumstance (see FMS Discipline Levels FMS 2026-2027 Folder), each
teacher is expected to contact the parent and try to get the parent's help by
expressing a sincere interest in the student. Teachers are expected to handle minor
classroom problems such as talking, not bringing proper supplies, etc. It is
important for the teacher to document every classroom problem they handle. The
documentation should be done in EdHub under the Incident Report tab. Students
with problems concerning study habits should be referred to the counselor, and
every resource should be used to maintain a good learning environment.
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When referring a student to the office, it’s required that an “Incident Report” is
submitted via EdHub. Remember that when you submit an “Incident Report” it
may be shared with the students and their parents.

-Office referral procedures: EdHub entry at each step.

1. Discussion and warning to the student

2. Discussion with the student, consequence, and teacher phone call to parents
3. Office referral

Hall Passes: Students are expected to come to class with necessary materials and to
take care of restroom needs between classes.

It is the role of the teacher to help students develop responsibility in reporting to
class with the appropriate materials and prepared to begin work. Hall passes
should be the exception and not the rule during class time. When it is necessary to
allow a student to leave class, the student will take a lanyard with them when they
leave. Please remember that only one student should be allowed out of the room at
any given time on a hall pass. Students should only come to the office to make
phone calls, or for minor medical needs after the first 5 minutes of class.

Tardy Policy: Students who are tardy will be marked tardy in PowerSchool by the
classroom teacher. Each tardy is an automatic lunch detention. The teaching staff
and administration will monitor halls to help encourage students to get to class on
time (see student handbook for additional information).

Section VI Purchasing and Accounting

District Purchases Policy: All district purchases must be made with an approved
purchase order via Skyward. (see paragraph below).

Skyward and Purchase Orders: Contact Mrs. Geist in the office to arrange to
purchase anything with school funds.

Filer Middle School or the Filer School District will not assume responsibility for
paying invoices on unauthorized purchases. Such purchases shall be the
responsibility of the person making the purchase. Students must never be allowed
to purchase in the name of the school.

Cash Box: When a cash box is needed for any activity, it must be requested at least

one day in advance from the middle school office. When using a cash box the
district cash management policy must be observed.
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Fundraisers: All fundraising activities must be logged on the FMS Fundraiser
tracker form and approved by Mr. Losser. All fundraising activities must comply
with the district cash management policy.

All monies received for a middle school fund must be received through the office.
The student collecting the funds or paying a bill must turn in money directly to the
middle school office or designated adult. Only authorized staff members are to
handle funds. Teachers and other staff members are not to collect money from
students at any time. The district cash management policy must be observed.

Sales Tax: All purchases for school use are tax-exempt. Reimbursement cannot be
paid for the taxes charged on items purchased.

Receipt of Merchandise: When merchandise is received, the teacher should
immediately return the packing slip or receipt to the office then sign and date the
original purchase order, verifying that the merchandise was received and is correct.

Section VII  Field Trips

Field trips and other activities should be planned well in advance and placed on the
school calendar. Approval of all field trips will require completing the field trip
request form (located in the office and on Google drive (FMS Folder 2026-2027) )
and following the trip guidelines on the form. Final approval of the principal is
required. When a large group of students are involved in a field trip, the group
sponsor should notify the lunchroom supervisor if the field trip will involve
students missing or altering their lunch period.

General Procedures:

I. If the activity is during the school day, a list of the students must be made
available to the office no later than 8:00 p.m. on the day prior to the scheduled
activity.

A. If the number of students is small, the names may be included in the
announcement on the daily bulletin;

B. If the activity involves a larger number, the sponsor of the activity is
responsible for emailing a list of students to teachers and the office. The
list needs to be in alphabetical order and should state the date, time, and
sponsor. Please try to send out the list at least one week in advance; and

C. Sponsors of groups participating in co-curricular activities who will be
dismissed at various times during the school year may email the list at
the first of the year/season for staff and office reference.

D. Field trips should not be scheduled during the last 2 weeks of April and
the whole month of May, unless cleared by the principal. This is due to
the large number of class disruptions and ISAT testing during that time
period.
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E. In order for a student to attend a field trip she/he must be passing all of
her/his classes that will be missed while attending the field trip, unless the

field trip is for a graded academic class/assignment.

II. Before the day of the activity, a notice should be submitted to the office to be
put on the bulletin. The notice should give the group involved, the date of the
activity, the periods or times the students are to be excused from classes, and
the name of the sponsors. Instructions should also be given as to the day or
days the announcement should be included on the bulletin.

III. If transportation will be required, the field trip request must be completed,
preferably two weeks in advance, and under no circumstances less than one
week in advance.

IV. Do not leave students unattended before, during, or after participation in any
off campus trip. You should be the last person to leave the school, if an activity
is after hours, ensuring students have left the campus safely and the facility is
secure.

Section VIII Progress Reports and Parent/Teacher
Conferences

Progress Reports: Parents appreciate being informed of their student's progress.
If a student is failing your class any time following the midpoint of each quarter,
the parents should be notified.

Parents can be informed of their student's progress in one of these ways:

1. Send papers or tests home for parent’s signature;

2. Request parents to come for a conference;

3. Send progress reports home any time a student may be in danger of
failing; and

4. Call the parent by telephone.

When a student is in danger of failing:

1. Call the parent of any student whose performance could result in failure.
Demographic information is available in the office or on our student
management software;

2. Follow the phone call by posting a note in the student’s EdHub

3. T ocumented parental/guardian contacts must be ma

conjunction to recording a Semester grade of “F”
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Parent Teacher Conferences:

Preparation for the Conference

L.
2.

3.

4

The teacher should go into the conference prepared;

Teacher preparation will determine to a large extent the success or failure
of the conference;

The teacher should assemble all available information so that it will be
accessible if needed and always take your grade book; and
If you desire, the counselor or the principal will attend the conference.

Physical Setting: When possible, the conference should be held at a time and
place that will assure privacy.

Techniques:
Make the parent feel welcome;

L.

2.

3.

4.
5.

Establish rapport by starting on a positive note. Report something good
about the student;
If a teacher must tell a parent an unpleasant truth, he or she should be
kind, sympathetic, and tactful. Make sure you have evidence to illustrate
your point and the discussion center around the data not the behavior;
Often a teacher's tone of voice and accompanying expressions and
mannerism are just as important as what is said;
Write down parental concerns
A teacher will go into a conference concerning a student's academic
progress in school with four questions to be answered:

a. Scholastically, where is the student in relation to acceptable

standards?

b. Is he or she capable of doing better work?

c. What prevents the student from accomplishing more?

d. What are the possible remedies?

Things to avoid:

L.

woN

N o

Giving advice about situations on which you are not competent to give
advice;

Being frightened by a parent or becoming angry;

Comparing the student with other students - especially brothers and
sisters;

Interrupting the parents in disagreement;

Open or implied criticism of the parent;

Seeming inquisitive about the family or personal matters; and
Definite or implied criticism of the school or of other teachers and
students.

Never repeat any matter of a personal nature learned in confidence, and make sure
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the parent knows this confidence will not be violated.

Before having a conference where involved problems are to be discussed, consult
the principal or the counselor.

A more positive attitude toward the school as a whole develops when parents are
kept informed of their child's progress. Many lines are available such as progress
reports, conferences, and telephone calls. Remember, you communicate to our
community when you talk to a parent. Be sharp, alert, and businesslike.

Section IX General Policies
Administrative Assistant:

Diane Geist is the receptionist in the main office where she directs the telephone
system and office aides. She manages PowerSchool routines such as attendance,
transcripts, student permanent files, report cards, and immunization/health
records. In addition, she is the Middle School Business Manager. She is in charge
of middle school and district finances. She is the person to talk to when you need
to make a purchase, get a cash box, sign out keys, or secure supplies. Diane also
helps the school district management team with Skyward. Skyward is the
accounting software for the district.

Accident Reports: Whenever a teacher or student is injured on school property, an
accident report needs to be completed. Forms are available in the office and
should be filed regardless of the severity of the injury. Accident reports need to be
completed within twenty-four hours of the accident.

Announcements/Weekly Memo: The weekly memo will be emailed to each
teacher no later than the beginning of the week (Monday before 7:30am). Daily
announcements can be found in the FMS Folder at the beginning of the school day
or as close to as possible. It includes faculty and general announcements. The
announcements will be read over the intercom at the beginning of Advisory.
During the daily announcements a minute of silence and the pledge of allegiance
will be led. You will then find all announcements on our Advisory slide.

Any announcement to be included on the daily bulletin must be submitted in
writing (email to Diane/Nate will suffice) to the office and signed by the appropriate
sponsor by 3:00 p.m. to be included in the following day’s bulletin, which will then
be shared with Mrs. Bingham to add to the announcements.

Chromebooks: Each instructional staff member has been issued a chromebook for
their use in delivering curriculum and communicating with their classes and
students. Please be aware that the chromebooks are the property of FSD and can be
confiscated or searched “digitally” without probable cause. You may use your
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chromebook for personal reasons, but do so with the understanding that you have
no expectation of privacy.

Email: Much of the school’s communication comes in the form of electronic mail.
Please make sure you check your email upon your arrival at work, during your
planning period, and after school. Remember, any email sent and/or received
using the district’s email system is potentially public record; thus you should treat
all communications with regards to students and colleagues with sensitivity and
respect.

Printers: Whenever possible use one of the networked laser printers to save on
printing costs. If you have a printer in your room connected to your desktop, the
cost of maintaining that printer will come out of your classroom budget. Please use
the “document server” setting in your printer preferences when printing to office
FMS Xerox on apps 1. Ask Mike Nelson/the office if you need help setting up your
printing preferences.

Professional Dress: Staff members are expected to dress professionally and
appropriately for their assignment. Shorts, athletic sweats, t-shirts, and improper
jeans are not considered professional unless the daily curriculum merits. Dress
down Friday is a staff morale booster where the professional dress standard is
relaxed and a more leisurely standard is observed.

Extra-Curricular Competition and Practice Time: See Middle School Coaches
Handbook located in the Drive or available through the office.

Faculty Meetings: Faculty meetings will be scheduled on Friday once a month or
when necessary. The meeting will begin promptly at 2:30pm. Staff meetings may
be subject to change.

Keys: All faculty members must sign a form for a key at the beginning of the
school year. All faculty members must sign out and return their key(s) on the last
day of school. This list can be found in the office. Please notify the office if your
keys are lost or misplaced. Students should never have keys or access to the
building without supervision. Please take care of your keys. You may be charged
for the loss of keys that requires replacement of locks for security needs.

Leaving the building: If it is necessary that a teacher leave the middle school any
time during the school day, please sign out in the office or make phone contact
with Diane/Nate so they know you are going to be out of the building. You should
not abuse this privilege for personal reasons.

Login Protocol: The school district’s network has several layers of security. Staff
members have a much higher level of security than do students. Therefore it is
very important that you always login to the network using your assigned password
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and don’t share it with anyone.

Movies: When preparing to show a movie in your classroom (feature length film)
the teacher must complete the movie approval form (found on in the Google Drive
(EMS Folder 2026-2027), meet with the building principal regarding the use of the
movie, and have these steps completed by Friday the week before the movie is to
be shown. Any movies shown in the classroom must have an educational purpose
and fit a specific curriculum objective.

Safety: Classroom doors are to remain locked at all times. The escape route for
your classroom should be visibly posted with a primary and a secondary route
identified. The packet of safety codes and procedures should be hung adjacent to
the classroom door. School issued teacher vests and whistles should be worn at all
times during an evacuation and outside duty. This includes activities where
students are out of the building.

ecurity: If a teacher finds the need to use the building to do work on the
weekends or after school hours, please be sure to secure doors and windows before
you leave. Doors should be checked by pushing or pulling on the handle to assure
they have latched. Name badges shall be worn at all times during the duty day
when school is in session. When entering the middle school after hours or on
weekends/holidays, the security system will be armed.

Social Media: Our students today are communicating more and more via social
media (facebook, instagram, snap-chat, twitter...to name a few). You should never
“friend” any student on these platforms or platforms that are the same in nature.
Make sure all communication with students in the digital format is through either a
notification app (such as SportsU App) or through district approved platforms such
as google edu apps, and/or SchoolMessenger. You should never email a student or
send them information that you wouldn’t want their parents to read.

Software: Only approved software should be installed on school district
computers.

Students will not be able to access Tik Tok on any school issued device.

Supervision of Students: Classes are not to be left unattended. If you need to
leave your room during class time, please notify the office or an available faculty
member so someone can cover your class. Staff members should be in the
hallways to monitor students during passing periods. All teachers are required to
attend the start of school assemblies and class meetings and remain until
concluded. This includes IEP’s and 504’s.

Technology Support: If you have a technology issue you may fill out a service
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request (FMS Folder 2026-2027) If you are having a technological emergency that
prevents you from teaching, please notify the office.

Telephones: Teachers are expected to make use of phones prior to school, during
their planning period, at lunch, and at the end of the school day. Teachers will not
be called to the phone during class time and are not expected to be using the
phone when they have a class in session unless an emergency exists. Phone
messages will be directed to the teacher's classroom when possible.

If phone contact relative to school matters can only be scheduled during class time,
the teacher should provide pertinent information to office staff so they can relay or
receive information and/or respond with the appropriate information or make
arrangements to have the call redirected.

Teachers may have cell phones at school but are not to use them during student
contact time unless in an emergency situation. If this is the case, please take the call
outside the classroom. If you need coverage, please contact the office.

Section X Staff Notification System

SchoolMessenger Alert System:

FSD and FMS have an alert system setup via PowerSchool. This system is used to
notify parents, patrons, and staff of important information. It is automated and
uses your personal cell phone number and/or school email to notify you of
information/events and/or school closures.

Section XI SafeSchools Trainings

Superintendent Kelli Schroeder will send out monthly Safe Schools

Training to all district staff. Please check your email for these items. Mr.
Losser will communicate reminders when Safe Schools Trainings are
made available.
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	Job Description for Teachers: 
	Teacher Absences/Procedures:  If a teacher finds it necessary to be absent, they should login to the RedRover and request a substitute teacher.  You must clarify if the absence is to be a detention/PBIS-time, sick leave, personal, or professional. All detention/PBIS-time, professional, and personal leave must be approved by the principal. You must request a sub via RedRover by 6am for the morning of. Any sub requests after that will go unfilled. You are expected to be at work, unless an emergency exists; and in that case you should contact Mr. Losser directly 208-280-1295.  
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	Attendance Procedures:  Teachers will report period absentees on the computer during the first five minutes of each period.  Staff members will be utilizing the attendance module in the student management attendance system for recording attendance. Students should never have access to the attendance or grading programs in the computer student management system.  Please secure your computer workstation at all times.  Hard-copy attendance forms are available in the office for guest teachers to use.  Do not provide guest teachers with your network or student management system access information. 
	 
	 
	Section V​ Student Discipline, Hall Passes, and Tardy Policy 
	 
	Discipline Procedures:  Before sending a student to the principal, except for a severe circumstance (see FMS Discipline Levels FMS 2026-2027 Folder), each teacher is expected to contact the parent and try to get the parent's help by expressing a sincere interest in the student.  Teachers are expected to handle minor classroom problems such as talking, not bringing proper supplies, etc.  It is important for the teacher to document every classroom problem they handle. The documentation should be done in EdHub under the Incident Report tab. Students with problems concerning study habits should be referred to the counselor, and every resource should be used to maintain a good learning environment. 

	Section VI​Purchasing and Accounting 
	Cash Box:  When a cash box is needed for any activity, it must be requested at least one day in advance from the middle school office.  When using a cash box the district cash management policy must be observed. 
	Fundraisers:  All fundraising activities must be logged on the FMS Fundraiser tracker form and approved by Mr. Losser. All fundraising activities must comply with the district cash management policy. 
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	Physical Setting:  When possible, the conference should be held at a time and place that will assure privacy. 
	Techniques: 
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	Announcements/Weekly Memo:  The weekly memo will be emailed to each teacher no later than the beginning of the week (Monday before 7:30am). Daily announcements can be found in the FMS Folder at the beginning of the school day or as close to as possible. It includes faculty and general announcements.  The announcements will be read over the intercom at the beginning of Advisory.  During the daily announcements a minute of silence and the pledge of allegiance will be led. You will then find all announcements on our Advisory slide. 


	Safety:  Classroom doors are to remain locked at all times.  The escape route for your classroom should be visibly posted with a primary and a secondary route identified. The packet of safety codes and procedures should be hung adjacent to the classroom door. School issued teacher vests and whistles should be worn at all times during an evacuation and outside duty. This includes activities where students are out of the building.  
	Security:  If a teacher finds the need to use the building to do work on the weekends or after school hours, please be sure to secure doors and windows before you leave. Doors should be checked by pushing or pulling on the handle to assure they have latched.  Name badges shall be worn at all times during the duty day when school is in session.  When entering the middle school after hours or on weekends/holidays, the security system will be armed. 


